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MEMORANDIM POR: Deputy Director {Intelligence)

sSWmICT + Paperwork Management Frogrfam

i, Thure is attached a copy of my letter to the Director,
Bureésy of the Budget, telling him of the spplication to this
Agency of the Hoowver Coamission's recommendations on peperwork
nunagenent.

2. The Yoover Comission Report evphasizes the tremendous
savings vhich are pessible by moving inactive records from sctive
office space to less expensive records center facilities, A review
of the volmme of inactive records in the Agemcy Records Center
indicates that 41,9 percent sze frem the DD/I srea. This represents
substantisl progress., It has been stisined by the splendid eoepers-
tion which officisls in your area have given to the representatives
of the Mansgement Staff who have been assisting in your recosds
nanagenent problems. Even grester progress can be reslized if per-
sons designated to carry cut records msnagerent responsibilities could
be relieved of collateral duties.

3, Records disposition ie only one of the ways in which we
can impsove our paperwork mgnsgement program, Fquelly Important are
propey controls over records crestion and records maintenance through
active forms, reports snd correspondence programs, and uniform filing
systems snd procedures, These programs will provide a well inte-
grated system for carrying out pood management practices.

4, The facilities of Hanagement Staff continue to be availe
asble to essist you at sny tiwe in carryisg forward your program of
papervork management. Please advise me of the best way we can assist
yoit to more effectively implement the program we have developed,

SIGHED

L. K, 8HIT:
Deputy Dizectos
{Support)
Attactment
SA-DD/S:RBS:mrp (6 Apr 55)
Distribution:
Orig & lec to addressee \
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